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Distribute Reports to Multiple Users
I

The purpose of this job aid is to explain how to make a SMART report available to multiple users.

The following steps can be performed on any report available to the user in order to distribute the
generated report to multiple users. The recipients will automatically receive the report once the report is
generated, available through Report Manager, without any further action on their part.

NOTE: The recipient users will not be able to access the original user’s Run Control and/or make modifications to the report
once generated. They will only receive the “output” reports as generated.

I.  Distribute Report to Multiple Users within SMART
a. Update Report Distribution List

Any report can be made available to multiple users, which assumes that they have access to view
reports within SMART. Section Il of this document describes how to distribute reports to
non-SMART users via email. As the following steps can be performed on any report, the
screenshots contained within this document are for instructional purposes and are not restricted
solely to the report depicted.

For the purpose of this job aid, the primary user is executing the General Ledger Cash Balance
Report (KGL00001), as depicted below:

Cash Balance Report
Run Control ID:  Job_Aid_multiple_distro Report Manager Process Monitor Rin

Business Unit 17300 ©,
Fiscal Year| 2010
Range From Accounting Period| 1
Range To Accounting Period 12
Fund Code 2197 |,

Budget Unit

Account Tree

setlD Q Account SetiD|[SOKID | &

Tree Name Q, Account Tree |CC_ACCOUNT a

Tree Level Number Tree Level Number 4

The report request parameters page has been filled out by the user with desired criteria. At this
point, the user is ready to execute the report.

1.  Click “Run”. The system will redirect the user to the Process Scheduler Request page.
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Process Scheduler Request

User ID: FMSMSUTANTO Run Control ID: Job_Aid_multiple_distro
Server Name: Run Date: 2212010 El
Recurrence: RunTime:  |256:24PN Resetto Current DatelTime |

Time Zone: Q

Process List

Select |Description Process Name Process Type Type *Format Distribution

KGLO0001 KGLOODD1 S0GR Report Web PDF Distribution

oK | Cancell

2. Click on the hyperlink labeled “Distribution” under the Distribution column header.

3. The system will redirect the user to the Distribution Detail page. As can be seen in the
“Distribute To” section, the primary user executing the report is defaulted as the first
Distribution ID, or the recipient of the report.

Distribution Detail

Process Name: KGL0O0001

Process Type: S0OR Report

Folder Hame: | "|

Email Only

Email Subject: Email With Log [] Email Web Report []
Message Text:

Email Address List:

Distribute To
*Distribution ID e
[FUSMSUTANTO =l
OK | Cancel |

4. Click on the “Plus” button to the right of the primary user’s Distribution ID field to add a
new line to the “Distribution To” list.
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5. On the newly created line, click on the drop-down menu in the ID Type field. From the

Distribution Detail

Process Name: KGLO0001

Process Type: SOR Report

Folder Name: | v|

Email Only

Email Subject: Email With Log O Email Web Report O
Message Text:

Email Address List:

Distribute To
ID Type *Distribution ID e
User | [FMsSMSUTANTO Q[+ =

V| @E =
Role
User

ansel |

drop-down menu, select “User”.

After selecting “User” for the ID Type, click on the search prompt button to the right of the

new line’s Distribution ID field.

On the following prompt page, the user can search for and select specific users he or she
intends to distribute the report to via selection of their user/Distribution ID. In order to
access the distributed report, the selected user(s) must have a valid SMART sign on, as

well as, the KS GL Viewer security role.
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CMART.

< General Reports ~
> GL Subsystem

Reconciliation . - .
- Expenditures Report Look Up Distribution ID
— Ledaer Activity
— Ledager Activity with . "

Stribute Search by: | Distribution ID | begins with|
— Journal Entry Detail
— Ledagervs Journal Look Uj Cancel

\nteari P | |Advanced Lookup
— Standard Journals
~ InterUnit Activity Search Results
— Trial Balance Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results
- Ledger Summary
— DVision Scope
- nvision Request

Summary AD000087663 Tina M Fike
— Build Ledger Cubes AD000146324 Benny Paul Rogers
- A
Journal Enlry wiih A0000148735 Sondra A Megrail
Attributes
_ Journal LinefAccty AD000153438 Jennifer L Yount
cil ABOOGRI Glen R McQueen
h Balance Report ACOOLNG Leslie N Garwood
— Trial Balance by Fund ACOORJS Raena J Sommers
— Inferfund Voucher Query ACHXSLS  SusanL.Somers

— Kansas Reappropriation
Kansas Reappropriation IADOOAAC AAnn Campbell

- %}IMS Count ADODAGG  Alfred G Gutiermez
Report ADOOAKE  Annie K Ellis
— Payroll Journal Recon ADOOAMN Angelia M Nott
Report _ | |aD00ASB  Amanda S Barla
® Z“e’ﬁ'lfeg"’“c . " |DD0ASM  Antonio S Mesa
e ADOOAWM  Adam W Maen
[ Statutory Reports ADDOAXG Andrea X Gould
[» SCM Integrations ADO0AXK Alice X Knatt
Diﬁhlyv Financials/Supply ADODAXS Audrey X Sunderraj
2in — |ADOOBAC ~ Barbara A Conant
P RO ADODBCE  Blanche C Parks
Directory IADOOBDR Bradlee D Ridley
(- Background Processes ADOOBKF Barbara K Ferrell
- Worklist ADOOBWMD  Belinda M Durham

L Ial

8. Repeat steps 4-7 to add additional recipients.

9. Once all desired recipients have been added to the “Distribute To” list, click OK on the
Distribution Detail page to save the distribution list.

CMART |

= General Reports ~

[> GL Subsystem b |
Reconciliation

— Expenditures Report
— Ledger Activity

— Ledaer Activity with Process Name:  KGLO0OD1

Attribute .
— Journal Entrv Detail ProcessType:  SQR Report

Distribution Detail

Inteqrity
— Standard Journals Email Only
— InterUnit Activity - - -
— Trial Balance Email Subject: Email With Log [] Email Web Report []

— Ledaer Summary

— nVision Scope

— nVision Request
sSummary

— Build Ledger Cubes

— Journal Entry with
Attributes Email Address List:

— Journal Line/Acctq
Reconcil

Message Text:

Balance Report
— Irial Balance by Fund
— Interfund Youcher Query Distribute To

— Kansas Reappropriation pe
Kansas Reappropriation 0T ”D\smhumnm—’i’i
Q[ =

Summary
— Transactions Count ‘NEUDMAS

Report
— Payroll Journal Recon ‘UEEF "HAEUDGRM

Repor User ~|[ADooLRM
> Federal Reports
— General Ledger Centsr g E0000000258
[+ Allocations
[+ Statutory Reports
> SCM Integrations
[ Set Up Financials/Supply

10. The user will be redirected to the Process Scheduler Request page. Click “OK” to execute
the report.

b. Access Report

Once the report is executed, the primary user can access the report by viewing the “Details” of the
process instance and clicking on the “View Log/Trace” hyperlink or via the Report Manager as
described below.
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For the additional recipients, they can only access the report via the Report Manager. As depicted
in the example step 9 screenshot, the primary user has chosen to distribute the report to multiple
users with the Kansas GL Viewer role. The following screenshots depict the steps that those users
would perform to access the report.

1. From the main menu, navigate to: Reporting Tools > Report Manager.

[> Worklist
[ Application Diagnostics
[> Tree Manager
= Reporting Tools
[ Query
[» PSinVision
[» XML Publisher

— Report Manager

[{= Data Warehouse

2. Click on the “Administration” tab. This page will display all reports available to the user,
including reports executed by the user and reports distributed to the user.

As can be seen in the following screenshot, the KGL00001 report executed by the primary
user in section l.a has been distributed to the selected user.

CMART|

Search:
> Manager Self-Senvice List Explorer Administration Archives
el pilet
> Commitment Gontrol Aew Reparts tor
[> General Ledger User ID: KGL KS_GL Type: Last: l_‘l Refresh
[ Worklist
. 3 - . .
Reporing Tools Status: | | Folder:| | nstance: | to: |
D(;luery Report List Ci nize | Find | View All| B First 41 42 of 2 L¥| Last
p anag
[» PeopleTools :‘Fem :::::ance Description ﬁﬁe Format Status Details
— Change My Password = — 0 Acrobat
— My System Profile crobal .
35978 49260 KGLODO01 3-16-29PM {*.pdf) Posted  Details
06/22/2010 Acrobat
Budaet Status Report . Details
35977 49259 Budoet Status Report 218-05F M (* pany Posted  Details

Se\el:tAII E‘Dsz!aszlelj All
[_Delete | gjickthe delete bution to delete the selected repart(s)
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Il.  Distribute Report to Users without SMART access

SMART users can distribute reports to non-SMART users via email. As the following steps can be
performed on any report, the screenshots contained within this document are for instructional purposes
and are not restricted solely to the report depicted.

For the purpose of this job aid, the primary user is executing the Budget Status Report (GLS8020), as
depicted below:

Commitment Control Budget Status Report

Run Control ID:  APPROP Beport Manacer Process Maonitor Run |

Language: Enalish v

*nit: WQ\ Department of Administration
*Ledger Group: Imcl Approprigtion Ledger Group
Refresh
ChartField Selection Custormize | Find | & First (] 114 cf 14 [ Lot
Sequence |ChartField Hame ’@ Subtotal |Walue To Yalue
"1 Fundcode O | Q| Q
Ii Budget Unit [ | ') | o)
| 3 BudgetPeriod O | Q | Q
li Department F] F] | 2 | (6]
| Program Code ] 0 | Q | Q
Ii Account O] ] | Q | Q
li Froject O Ol | Q | Q
L Activity O O | Q | Q
| Source Type L] O | Q | Q
li Service Location F] F] | '} | i
1 — — —~

The report request parameters page has been filled out by the user with desired crlterla At this point, the
user is ready to execute the report.
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1. Click “Run”. The system will redirect the user to the Process Scheduler Request page.

Process Scheduler Request

User ID: NEODALK Run Control I APFROP

Server Name: Run Date: 09/15/2010 [

Recurrence: Run Time: 9:95:1TAM Resetto Current DateiTime |
Time Zone: Q

——

Process List

Select |Description Process Name Process Type Type *Format Distribution
Budget Status Report GLSB020 S0R Report Web v| PDF  \Distribution

OK | Cancel |

2. Click on the hyperlink labeled “Distribution” under the Distribution column header.

3. The system will redirect the user to the Distribution Detail page. Click the checkbox marked “Email Web
Report.” Enter the Email Subject, Message Text, and a list of email addresses, separated by semi-colons of
the users who should receive the emailed report. The SMART user creating the distribution will
automatically receive a copy of the emailed report and does not need to enter his/her email address in the
distribution.

Distribution Detail

Process Name: GLS8020

Process Type:  SQR Report

Folder Name: | = |
Email Only
Email Subject: Email With Log [] Email Web Report

|Eludget Status Report |

Message Text:
Please find the Budget Status Report attached for your reivew.

Email Address List:
amy.kuck@da ks.gov, brett bauer@da ks.gov

Distribute To

ID Type *Distribution 1D e

User + | [NEDOALK QEHE
oK | Cancel |

4. Click OK to return to the Process Scheduler Request Page. Select “Email” as the Type. Depending on the
report, the user may also select the format of PDF or CSV.
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Process Scheduler Request

User ID: MEDDALK Run Control ID: APPROP
Server Name: Run Date: 09/15/2010 [#]
Recurrence: | v| Run Time: 0-95:17AM Reset to Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Hame Process Type Type A\l *Format Distribution

Budget Status Report GLS8020 SQR Report [SHETM v ||[PDF | Distribution

ok | cancel |

5. Click OK to execute the report. The report will go into queue for execution and the run control page will re-
appear.

Commitment Control Budget Status Report

Run Control ID:  APPROP Report Manager Process Monitor Run |
Language: English b Process Instance:118206
Report Request Parameters

*Unit: 17300 . Department of Administration

*Ledger Group: |CC_APPROP O, appropriation Ledger Group

Refresh |

ChartField Selection Customize | Find | B First 4] 114 of 14 (M Last
Sequence |ChartField Name @M Value To Value

1 Fund Code O | Q | Q
[ 2 Budgetunit O | Q| Q
| 3 BudgetPeriod o | Q | Q
[ civity o 0O | Q | Q
[ sourceType 1 o | Q | Q

6. When the report execution is complete, an email is sent to the SMART user executing the report, as well as
the email addresses referenced in the Distribution tab.
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Ca) w9 U e y - Budget Status Report - Message (Plain Text)

e ———
| Message | Add-Ins
3 <+ [ ) Find
> u\_EJ = x —H] E“*} — % &, safe Lists - Y 3 Fin n
' — - 2 Related -

Reply Reply Forward | Delete Moveto Create Other Block [ Mot Junk Categorize Follow Mark as Send to
to All Folder~ Rule Actions~ | Sender - Up~ Unread [:3 Select ~ OneNlote
Respond Actions Junk E-mail fa | Options El Find OneMote |

From: FMQAS 1i@da.ks.qov

To: gas.email@da.ks.gov; Kudk, Amy [ACC]; Bauer, Brett [FMS]

Cc

Subject: Budget Status Report

.- Message | X gls8020_118206.PDF (25 KB)

Please find the Budget Status Report attached for your reivew.
Version 1.0
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